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Welcome

—

CARDINAL

Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not intended to replace
existing Commonwealth and/or agency policies.

This course provides information on how to manage Procurement Card (PCard) and Integrated Supply Services Program
(ISSP) transactions in Cardinal.

These training materials include diagrams, charts, screenshots, etc., that clarify various Cardinal tasks and processes. The
screenshots are taken from Cardinal and show pages that not all users can access. They are included here so you can see
how your specific responsibilities relate to the overall transaction or process being discussed. See your agency’s Security
Handbook, located on the Cardinal website, for a list of available roles and descriptions.




Course Objectives

CARDINAL

After completing this course, you will be able to:
* Process Procurement Cards (PCard) transactions
* Process Integrated Supply Services Program (ISSP) transactions
* Review and reconcile PCard and ISSP transactions

* Use PCards and ISSP reports and queries
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Course Topics

CARDINAL

This course includes the following lessons:
* Lesson 1: Understanding PCards and ISSP
* Lesson 2: Reviewing and Reconciling Transactions

* Lesson 3: PCard Reports and Queries



Lesson 1: Understanding PCards and ISSP

CARDINAL

This lesson covers the following topics:
* Procurement Overview
 PCard and ISSP Key Concepts
 PCard and ISSP Integration and Interfaces

« PCard and ISSP Process



Procurement Overview

CARDINAL

The Procurement functional area of Cardinal includes four modules:

Purchasing

The Purchasing module includes the buying of goods and services
(Procurement) by creating and processing requisitions, purchase
orders, receipts and procurement card (ISSP and PCard) transactions.

eProcurement

Like Purchasing, eProcurement provides for Procurement but uses a
web-based model. It is similar to an online shopping cart experience
for users

requesting goods and/or services.
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Key Concepts — PCard and ISSP

—

CARDINAL

Key Concepts

The procurement card process reduces manual processes and administrative efforts normally needed to track purchases
and make related vendor payments.

VDOT uses 2 types of procurement cards: PCards and ISSP Cards. These cards allow users to purchase goods using
charge cards which are then paid electronically.

PCards are issued to individual users for purchases: ISSP Cards are issued by stock location, and are typically used for
purchases related to vehicles, equipment and maintenance stock.

Each day Cardinal receives purchase data from the bank (for PCards) and from the vendor (for ISSP cards).

Cardholders review their PCard purchases so those associated with a PO can be transmitted to eVA as a confirming PO.
The PO is then issued to the Vendor. ISSP data related to vehicle maintenance is sent to FleetFocus M5 dalily.

Once Cardholders review and reconcile transactions they can be approved. After approval, transactions are sent to AP and
paid electronically.



PCard / ISSP Process

CARDINAL

PCards and ISSP integrate with the Accounts Payable
functional area and interface with several external
systems:

« PCard and ISSP Vendors
* FleetFocus M5

+ eVA (PCard only)

Accounts Payable integrates with the General Ledger
module by generating a journal entry which records the
related accounting distribution for PCard and ISSP
transactions.

If a transaction contains a distribution related to the
repair or maintenance of vehicles or equipment, the data
is transmitted to FleetFocus M5.

These integrations and interfaces are detailed on the
next few slides.
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PCard and ISSP Integration and Interfaces

—

CARDINAL

PCard and ISSP Transactions from Vendor:

PCard

« Each day the PCard Vendor (bank) sends a file to Cardinal that loads transactions for all Card Holders.

* Monthly Accounts Payable vouchers are generated for PCard transactions and a payment is sent to the PCard vendor.
ISSP

« The ISSP Vendor sends transaction information to Cardinal daily in a secure file, by ISSP stock location. Cardinal
sends approved / vouchered stock transactions back to the ISSP Vendor daily.

« Each day Accounts Payable vouchers are generated for ISSP transactions and a payment is sent to the ISSP vendor.
PCard eVA Interface: In compliance with procurement policy, PCard transactions that are not done over-the-counter (OTC) are

transmitted to eVA as a confirming purchase order. A confirming PO is a PO issued after the fact by a procuring agency to a
vendor for goods or services ordered orally or by some other means.

FleetFocus M5 interface: Cardinal interfaces with FleetFocus M5, sending PCard and ISSP data related to vehicle
maintenance and repairs daily. ISSP data sent to FleetFocus M5 may include Work Order Number, Equipment ID, etc.



PCard and ISSP Process

—

CARDINAL

Since PCard and ISSP Vendors transmit transactions to Cardinal daily, you do not need to enter transactions from receipt
information or manually maintain an external log. You may update, verify, and approve card transactions daily.

PCard Only:

» Each PCard Holder is issued a card with a unique number.

« PCard holders purchase items from a merchant. A swipe or transmittal of the card data allows the merchant to capture
purchase details and subsequently receive payment from the Card Vendor (bank).

« At month end the Accounts Payable Processor runs PCard queries for PCard transactions to ensure all transactions have
been approved. PCard Transactions with the status of Approved and Budget Checked are processed to a voucher and a
payment is sent to the Card Vendor.

10



PCard and ISSP Process (continued)

—

CARDINAL

ISSP Only:

« Each ISSP stock location is assigned a unique card number to identify its transactions. ISSP users simply charge at the
Vendor’s counter (shop). A voucher is generated daily and the ISSP vendor receives payment.

« ISSP transactions are specific to purchases related to vehicles, equipment, and maintenance stock. The ISSP vendor
supplies vehicle repair parts and shop items for Cardinal end users. Every location has its own unique card number.

11



PCard and ISSP Card Process

—

CARDINAL

The PCard and ISSP Card pI‘OCGSS inVOIVeS PCard and ISSP Holder Transaction Review / Reconciliation
locating the transaction, reviewing, and

Erter PO Type,
. . Update
Acoe . WVendor |0, He
updating the transaction. \caoss Poard Fdr 10, tem Accounting Dispute?
- Address Distributian

This may include:

Yas

* For PCards transactions, Enter eVA PO

i)

Type (RO1, X02, OTC, etc)  emeooeooooaeeeh ]
« Add / Update accounting distribution(s) e onera Lodaer Acoounis Payabia S Rouled AP Vonfd HEE’“EmEid
» Create and track disputes é)
 Track credit resolution Supervisor Approval )
o8 Approved
* Verify transactions F:‘,{;,T oo _
« Approve transactions : Card Holder
Resoluion

Once a transaction haS been Set tO Verified |t Card Holder Reconciliation — Credit Collection (Dispute Resolution)
is ready for approval by the supervisor. ° Access Disputed Mark (e )

Transactions Colledted

Click on image to enlarge
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Lesson 1. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select your answer, and click
Submit to see if you chose the correct response.

13



PCard and ISSP transactions are loaded into Cardinal at what interval?

Monthly
Weekly

BiMonthly

O O O O

Daily

14



Lesson 1. Summary

CARDINAL

In this lesson, you learned:

» PCards and ISSP cards simplify purchases and the related payment process.

« PCard and ISSP transactions are processed using the Procurement Card menu in the Purchasing module.

« PCard and ISSP transactions are loaded into Cardinal daily by the PCard and ISSP Vendors.

» Cardinal users verify and approve PCard and ISSP transactions.

« PCard and ISSP transactions involving vehicle repairs and maintenance are sent by Cardinal to FleetFocus M5.
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Lesson 2: Reviewing and Reconciling Transactions

CARDINAL

This lesson covers the following topics:

» Accessing and Using the Procurement Card Transactions Page for PCard and ISSP transactions

» Creating and Reviewing Disputes

» Submitting Transactions for Approval

 Transaction Reconciliation

16



Accessing the Transactions

—

CARDINAL

Locate a Transaction PCard

Favarites Main Menu Purchasing > Procurement Cards > Reconcile > Reconcile Staterment
- - - -

Use the Reconcile Statement Search page to locate

both PCard and ISSP transactions. Reconcile Statement Search
. . . . Role NHame: I |i|
You can navigate to this page using the following Employee ID: 00254336000 |,
path: Name: [HO.YANI Q,
Card Issuern: istric i

Main Menu > Purchasing > Procurement Cards >

Card Humber: |

Reconcile > Reconcile Statement

ISSP
Pcard: Reconcile Statement Search
To locate a PCard transaction, enter your Employee Role Name: | [~]
ID and select the Card Issuer from the drop-down. Employee ID: [ssPs 2
CI|Ck SearCh Hame: |Distril:t,Hamptc-nRoads Qa
) Card Issuer: | [~]

ISSP Card Number: |

. . Transaction Number: |
To locate an ISSP transaction, enter the Employee Merchant: |
ID which is the ISSP number followed by your Sequence Number:
District’'s number. For Name enter the District Line Humber: o
followed by the District’s name . Selecta Statement e s

Status and click Search.
Additional information can be found in the Reconcile PCard

Transactions job aid located on the Cardinal website in your

Toolbox.
17
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CARDINAL

The Reconcile Statement — Procurement Card
Transactions page displays transactions loaded daily,
along with merchant name, transaction amount, and
date.

This page is used to review, verify, manage, and
approve PCard and ISSP transactions.

Transactions identify the Card Number (last four
characters only), Trans Date, Merchant, Status,
Transaction Amount, and Currency, and also have
icons which take you to the Line Details, Comments,
Distributions and more.

Verify your charge records against the information on
the Procurement Card Transactions page and make
sure they agree.

Reconcile Statement - Procurement Card Transactions

|Lig®. CARDINAL |

,,————

Favorites | Main Menu > Purchasing > Procurement Cards > Reconcle > Reconcie Statement
~ : - - - -

Reconcile Statement

Procurement Card Transactions

I Display Unmasked Card Humber
" Run Budget Validation on Save

Customize | Find | View All| B8 | 85 First Kl 1.9 0or 32 D1 Last

Transaction L0 ]
Trans Date Transaction Budget
Card Humber - Merchant Amount Currency Status
[ [ [ = = |
1 6659 |05|'14|'2013 MARTIN'S 6499 Staged 269.34 USD ) E; Valid

2| |Frreeee 3008 05/14/2013 |DAILY PRESS MEDIA GROUP Staged 192.00 USD =

|
[
|
Staged 9,600.75 USD =]

3| |Freeeeeeee 3008 05/13/2013 BRISTOL BROADCASTING

4| |FEeEEEEEag08 05/13/2013 |THE TRANSPORTATION RESEAR || Staged 160.00 USD ]

|
[
|
Staged 397241|USD =
|
|
|

5| |#rerrreaengng

05/13/2013 BIZPORT.LTD

§| |*errreengng

0511372013 | DALY COMPUTERS INC. Staged 304.50|USD B

7| [mrrmmmaraan g1 gg

05/10/2013 |SHRM*MEMBER 600098373 Staged 180.00 USD )

g [sermerggng

06/10/2013 HACKWORTH REPROGRAPHIC

|
Staged 312 13|usn =
|

D000 000 Tl0
o

Staged 35.00|USD

05/09/2013 IED'S AWARDS & ENGRAVIN

Select All O Clear All Stage ” Verify ” Approve ” Validate Budget
Search Purchase Details Split Line Distribution Template

This screenshot is an example of a Supervisor’s view of multiple
cardholders’ transactions.

Click on image to enlarge
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(continued)

PCard Transactions — Card Holder View
This screenshot is an example of a Cardholder’s view of their own transactions.

|g®, CARDINAL

Favorites Main Menu > Purchasing > Procurement Cards > Reconcile » Reconcile Statement
: - - -

Reconcile Statement

Reconcile Statement - Procurement Card Transactions

Procurement Card Transactions

I~ Run Budget Validation on Save

Bank Statement

Customize | Find | Views Al | B | BEl First Kl 4.3 or 3 B L ast

Trans Date Transaction

Budget

.
Chartheld Redistrib De

Save | [=] Notify | [£3 Refresh |

- Merchants I*Stat“ Amounts | Status Status
|
1) T |08/282013 UPS*000000287118343 Staged > 1,375.96||5§|£| Q == |valid Recycled Mo |:
|
| = =
2| M |08/28/2013 |UPS*000000V73F56343 IStaged A 120.11| Ry | C2 | BR |valid Recycled Mo []
I — —
3| I |08428/2013 |UPS*000000X6X035343 Staged - 236.04|% ] ’s%'; Valid Valid es |:
|
r‘l
Select All E Clear All [ Stage ][ Verify ] Validate Budget ]
Search Purchase Details SplitLine Distribution Template

Click the Comments icon to open the Reconcile Statement — Transaction Details page.
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Reconcile Statement - Line Detalls

Additional transaction details provided by the merchant can be seen on the Reconcile Statement page. The posted date is
displayed on the header.

Additional information may be supplied with a transaction, such as item description, merchant category, tracking number, etc.
Data is displayed on the available tabs and is display only.

Click the Return button to return to the Reconcile Statement — Procurement Card Transactions page.

[ cARDINAL]

Favg'ites Mainvl\-'lenu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement
i - - -

Reconcile Statement
Visa Transaction Details

=Lard Number, A58

Posted Date: 08/29/2013
T I I g Do 2 RUU0531452158

Sequence Number: 35

= Card Transaction - Type 5

Customize | Find | Wiews All [ B | #2E

First BBl 1 or 14 I3 ast
[ Tab2 |{ Tab3 [ Tab4 |[ Tab5 | Tab6 |/ Tab7 | Tab8 7 Tab® | Tab10o |

Period Acquiring Bin Card Acceptor ID Supplier Name

1 | 08040 | 469216 024523000972554 UPS*000000287118343

= Shipping Services - Type 21

EI ot
Customize | Find | View All |55 | =
[ Tab2 |[ Tab3 || Tab4 [ Tab5 |

First El 1 or 1 ' 55t

:Z;ﬁ Message ldentifier Shipping/Courier Hame Tracking Humber
‘1| 1|66?000003963639 UMITED PARCEL SERW 000000287 118343
Return

20



Reconcile Statement - Line Comments

From the Reconcile Statement — Procurement Card Transactions page you can click on the Comments icon to enter or view
comments for a transaction.

Click the OK button to return to the Reconcile Statement - Procurement Card Transactions page.

CARDINAL

Favorites | Main Menu > Purchasing >
- : - -

Procurement Cards > Reconcile > Reconcile Statement
- -

Reconcile Statement

@ Mew Window
Line Comments
Line: g Description:
Reference:

Transaction Line Comments

Find | Wiew Al First El 4 or 4 B a5t
Comments: Status: I""Cﬂ'“'e LI =]
Floaor Cleaner for District Shop grease spills. r-.ﬂJHl Iﬁl@
Associated Document
Attachment: [ Aftach ][ View ][ Delete ]
I Ok I cancel ][ Refresh ]

21



» | Reconcile Statement - Account Distribution

CARDINAL

Assign Chart of Account Values to the Transaction

PCard Holders must update the accounting distribution for all transactions.

ISSP users must update the accounting distribution for transactions where the card number ends in *V’. For all other ISSP
transactions the distribution is prefilled and may not need modification.

* Select a transaction line and click on the Distribution icon at the end of the transaction line.

» Be sure to scroll right / left to see all fields and icons.

Reconcile Statement
Procurement Card Transactions

] Run Budget Validation on Save

| Transaction  JEELOERR

: Hame Card Issuer Card Humber rans Date Merchant~ *Status = Tra'f:_lc:;?: Currency

1PAMELIA BAVIG 6978 05/02/2016 TMS SUPPLIES Staged 1,255.00 UsSD % C ’%‘g
| oo T | =d=

2|\JDRI'-.-'IA :EI.-‘W'IQ FARFFEFFEEAGT 05/02/2016 ILCIRTCIN LAMDFILL |Staged 4‘10.1E|USD E% C E{,
— | —

3 NORMA BANMIG AR AT |05.|'02.|'2016 LOETOM LAMDFILL IStElged . 65.00|UsSD % C ’%‘g
— 7{ — —
SelectAll O ciearan [ Stage Il Verify | [ Validate Budget |

Additional information can be found in the Reconcile PCard Transactions Job Aid located on the Cardinal website in your
Toolbox. 22



». | Reconcile Statement - Account Distribution (continued)

CARDINAL

Assign Chart of Account Values to the Transaction
» Enter the ChartField values. You may add / split accounting distribution lines, if necessary.
* One SpeedChart can be used per transaction. To use multiple SpeedCharts you must split the transaction.
» Check for errors and correct.

+ Click OK.

* Onthe Reconcile Statement - Procurement Card Transactions page is the Validate Budget button. The Validate
Budget process verifies that the ChartFields and combination edits are valid, and validates existing budget rows for the

ChartField combinations. Validate Budget is run as a batch process hourly from 7:00AM to 4:00PM. You may also run the
process manually by clicking Validate Budget.

Favarites Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Staterment
: - - -

Reconcile Statement
Account Distribution

Line: 1 PO Qity: 1.0000 Uon: EA
Billing Date: 070102011 Billing Amount: 207.31 UsSD Unit Price: 307 31000
SpeedChart: 4.(*& Transaction Unit Price: 307.31000 *Distribute By: IAmount
[) MbhUutEon

f.r;.-;-r rtfieids ]’ Details/Tax || Statuses | [F==#

Dist Percent Amount Currency *=GL Unit *Account Fund Program Department Cost Center Task FIPS

1|[1o0.000d || 207.21| |USD [fo100/@, |[so1z560 @, || a3, || a3, || 3, || @, | =T

<

[ OK ” Cancel |[ Refresh |
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CARDINAL

PCard Only:

Determine the eVA PO Type

At the bottom of the Reconcile Statement — Procurement Card Transactions
page you must click on the Purchase Details hyperlink.

When you access the Purchase Details page the eVA PO Type is automatically
updated to OTC. If you skip this accessing this page the eVA PO Type remains
blank. To ensure the field is not left blank and to update the eVA PO Type from the
updated value of OTC to a correct value for this purchase, you must access the
Purchase Details page.

On this page you set the criteria used to determine which PCard transactions are
sent to eVA. Select the proper value for the eVA PO Type field:

« Transactions requiring a confirming order are set to RO1 and Cardinal
will transmit to eVA.

« Transactions that do not transmit to eVA include:
* Transactions related to an existing Cardinal PO or eVA PO.
« Transactions related to payment of an invoice.

« OTC transactions.

The Agency Procurement and Surplus Property Manual (APSPM) documents the
requirements for determining the eVA PO Type to use for PCard transactions such
as R0O1, X02, or OTC. See the APSPM for additional details and requirements.

Reconcile Statement — Purchase Detalls

[E01 [Emracy Bill Vendor

[EPO [Existing PO

|[EVP |[eVA Purchase Order

TGUP [arant Up po runity

IINV ||PCard Payment of Invoice

ISP ||Inteqrated Supply Serv Prog

|OTC ||Over The Counter eVA Exempt

P01 ||[Eropnetary Bl vendor

IR0O1 ||[Routine Bill Vendor

TS01 |Sole src Bill Vendor

IVE1 ||[Emrgcy VITABIll Vendor

[VP1 |[Proprietary VITA Bill Vendor

[VR1 |[Routine VITA Bill Vendor

[Vs1 [Sole Src VITA Bill Vendor

[X02 ||[Excluded Per APSPM

24



Reconcile Statement - Purchase Detalls

—

CARDINAL

Reconcile Statement

Purchase Details

Line: 3

Merchant: LUPS*000000287118343

City: 200-811-1648

State: TX

Country: LISA
*Business Unit: 50100 ,':%, Original PO: eV PO Type: |DTC 2,  Ower The Counter eVA Exempt

. —rremrer- et
PO ID: Q,

eV Interfaced: MNSEW

PO Line: |
ne A eVA Dttm:
PO Sched: |2, Cancel In evaz: T

Vendor ID: | ,Qa,
Address Sequence Nbr: ':%,

P

Ship To: |
Item ID:

L L

Category: |

1.0000]

Vendor tem:
*Quantity:
*UOn:

@,

JEaae

Unit Price: 1,37¥5.96000( =n

¥ Tax Paid I< Bill Includes Tax if Applied Transaction Amount: 137596
Sales/lUse Tax Categaory Search View Hierarchy PO Pick List

OK |[ Cancel |[ Refresh ]
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CARDINAL

Set the Transaction Status to Verified

* Once the you have reconciled the
transaction, set the transaction Status
from Staged to Verified

* Click Save.

» Your supervisor can then set the
transaction Status from Verified to
Approved.

Reconcile Statement — Status Update

R econcile Statement

[J Run Budget Validation on Save

Procurement Card Transactions

‘Bank Statement

EEEEEN ea | [

Em pioyea Nams

(55 sve |||a oy | [ rerren

Card 55 war

BAND

BAS

BAMS

BAS

BAMS

BEANS

BAMS

BAMD

BAMS

1| O ALTIZER JEFFREY

2| O |sMITHERIC

3| [ |SETTLE, NORKA

4| [ |SETTLE.NORMKA

& [ |SETTLE, NORMKA

& [ |SETTLE.NORMA

7| [0 |SETTLE,MCRMA

& [ CAKONSTEFHAMIE

3 [ DAKONSTEFHAMIE

<

™ soicran O cizeran
S=srch Purchs== DekEils

Card Numbar Trans Deta  Marchant

THE RIGGIMNG BC

T2 01006 o

——120 01212016 REGALLC

BWC SERMICE
81T DI2TIZ018 g THoRTY
FAWC SERMICE

3517 01272016

2517 01222018 M ~PORTCO INC

HERTZ
L] L

5152 01222018 E PLIENT

51T 01252016 LORTON LANDEILE

2517 012572015 LORTOMN LANDFILL

HERTZ
5153 01222016 ESPLENT

*5tatus &

Veriizd

Werided

e rifed

= rifzd
zrited
e ridied

)i

Transaction

amount

150,00 USD

£5.50 UsSD

T.B5 USD

£48 53 USD

125,65 USD

ET4.40 UED

4,025.00 USD

4,025.00 USD

| S=ge Il Verify |
Splitlins Dizstibution Templs =

Validate Budget |

Curram

22T.2E USD

} _

Click the image to enlarge

26



Simulation: Maintaining PCard Transactions

You are now about to view a simulation entitled Maintaining PCard Transactions. Click the Cardinal logo below to start the
simulation.

\

. CARDINAL
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http://www.cardinalproject.virginia.gov/Training/Procurement/UPK/Using_PCards/index.html?Guid=50dc1f26-1fec-4fb3-a1d7-129b2293ad8e&Mode=T&Back

Reconcile Statement - Creating and Reviewing Disputes

To dispute a transaction go to the Billing tab of the Reconcile Statement — Procurement Card Transactions page.
You can navigate to this page using the following path:

Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement

Of=ACL <"

Favgrites = Main Menu > Purchasing > Procurement Cards > Reconcle > Reconcls Statement

Reconcile Statement
Procurement Card Transactions

Empd 10: 0200300002 Hame: Gunler Jaanne
[ pisplay Unrmasked Card Humber
[ Run Budget walidation on Save

e == First El /426 or 6 Dl /(azt
| Transaction
Referents Description Billing Date A::‘m Cunrency :(;pa-u g‘::::"::' Cfﬂr:s:l:d

1 [ 0SMS2010 339.62 USD ) O

2 [ OE/ME2010 10,00 USD [ onoo

3 [ 03182010 S63.16 USD [ ooo

4 [ 0316/2010 &1.18 USD [ oon

5 [ -031151'2010 - 3T.SQ-USD [ ooo

& [ 0SMAS2010 1,464.78 USD )
™ serectan 0 ciearan Stage I Werify I Approve | Validale Budget

Search =l h Aail Split Line Distribution Template




-1 (continued)

CARDINAL

If there is a dispute you must contact the PCard or ISSP
Vendor.

In most cases where transactions are disputed, the vouchers
are still paid in full. The merchant, or the Vendor, will credit the
transaction later.

Steps to create a dispute:
* Locate the transaction.

* Onthe Reconcile Statement — Procurement Card
Transactions page click the Comments icon and enter a
detailed explanation about the dispute.

» Click on the Billing tab and enter the disputed amount in
the Dispute Amount field.

* Click on the Transaction tab and set the transaction
Status to Verified.

* Click Save.

Reconcile Statement - Creating and Reviewing Disputes

ORACLE

Favgrtes  Main Menu > Purchasng * Procurement Cards » Recgnole » Reconcie Statement

Reconcile Statement

Procurement Card Transactions

Empl ID: 0000000002
[ pisplay Unmasked Card Humber

Hame:

GunlerJeanne

[ Run Budget Validation on Save

Dezcription Billing Date .A::i:ci:'ﬁ Currency :f:rp!nd :';':::' -El’-:::l:d
1 [ 05152010 33962 USD 1.00 (]
2 [ 05572010 10.00 USD 0.00
3 [ 03/16/2010 £83.15 USD 0.00
. 4 [ | 0382010 £1.18 USD 0.00
. 5 [ 0371672010 37.89 USD 0.00
5 | 051152010 1,464.78 USD 0.00
M setectan O ciearen Stage Verity Approve Validale Budget
Search Furchase Defails SplitLine Distribution Template
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Reconcile Statement - Creating and Reviewing Disputes
(continued)

Reviewing Disputed Transactions

On the Review Disputes page, you can review the dispute explanation by clicking on the Comments icon which is available on

all the tabs. Once the dispute is resolved and the credit is collected, the transaction is set to Collected on the Review Disputes
page, Transaction tab.

You can navigate to this page using the following path:

Main Menu > Purchasing > Procurement Cards > Reconcile > Review Disputes

|8 CARDINAL
P Home | Workist | AddtoFavorites | Sign out
Favorites : Main Menu > Purdﬁ_ashg > Procurern_ent Cards > Reco_ncile » Review Disputes

(7] Mew Window @ Help l_g’ Customize Page = http
Review Disputes

Procurement Card Transactions
— Display Unmasked Card Number
Transactions with Dispute

- =t
Customize | Find | View Al £ | 35 First K14 or 1 D Last
" Billing |[ Cardholder |
Collected Dispute Amount Card Number Description Transaction

.Ttans Date Amount .'CIII'FBHCY -l.lercharlt

- o 39.00Q mrEwmEaEAErAA4TE COLONIAL SCIENTIFICINC

|
Film badage, radiation, radioa 09/26/2013 1 1D.IJCIIUSD

(ExSave| [ Notity,|
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Submitting PCard Transactions for Approval

CARDINAL

Pagelets
« The left-hand menu on your Home page is called the menu pagelet. This menu is displayed on the Home page.

« Users may set up a menu pagelet on their Home page for easy access to relevant procurement pages. Simply select the
Personalize Content link on the Home page and select the desired pagelet. In the example below, the pagelet on the
Approver's Home page will display the verified charges awaiting approval once a transaction has been set to Verified.

Personalize Content
Fersonalize Cantent | Layout
Welkome Message: ]
) ] |Tup Menu Features Description [ |
Choose Pagelets: Simphrcheadk the items that youwsantio sppear onyour homspags.
Remember to click 832" whan don=. |I'u|enu =1 |
Armnge Pagelets: o Parsorsliz= Leywout
|I'u|enu - Classic o] |
People Soft A pplications PCard Verified Charges by User (=] |
myCsrdinsl Messsass
o caCandina] Financiale Hame Trans Date Merchant Sum Amount
= FCaord Veriied Charass by Gunter.Joanne 2008-10-13 STAPLES #1085 52316
BE=T Sunter.Joanne 2008-10-13 STAPLES #1214 61.18
Mznw - Clsssic
LA Menu-Clessie GunterJoanne  |2008-10-13 WM SUPERCENTER 37.89
Gunter. Joanne 2010-05-12 XEROX CORP. XZS/RBO 146478
Hall.Mike 2010-05-12 RICOH CORFPORATION 495 36
| B3 |] Betrn o Homs |
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Submitting Transactions for Approval

CARDINAL

Pagelet for Approval

» Supervisors are notified in the pagelet of PCard and ISSP transactions that have been set to Verified and require their
approval.

» Supervisors should approve transactions daily.

» The transaction links will open the Reconcile Statement page where the Supervisor may review, update, and/or approve
the transactions.

Fersaonalize Cantent | Layout

|Tnp Menu Features Description Ol ]

|I'u'|enu O ]

|I'u'|enu - Classic O ]
PCard Verified Charges by User (=] [
Hame Trans Date Merchant Sum Amount
Gunter.Joanne 2008-10-13 STAFLES #1085 583.16
Gunter.Joanne 2008-10-13 STAFPLES #1214 G1.18
Gunter.Joanne 2008-10-13 Wh SLUUIPERCEMTER a7.89
Gunter.Joanne 2010-05-13 XEROX CORP. XCS/RBO 1464 78
Hall.Mike 2010-05-13 RICOH CORFPORATIORN 495 36

Additional information can be found in the PCard ISSP Approvals job aid located on the Cardinal website in your
Toolbox. 32



Monthly Reconciliation

CARDINAL

PCard:

At the end of each PCard monthly billing cycle, the Accounts Payable PCard Processor verifies that all transactions for that
statement billing date have been approved and have a valid budget status. If there are transactions that have not been
approved, the Approver is notified.

. . . - . ORACLE
ou can navigate to this page using the following pat : fore | orist | s ot
- Favgrites : Main Menu > Pur(?lasmg > Procurement Cards > Review Bank Statement
Main Menu > Purchasing > Procurement Cards > owtindow ©riop Bf cusmizorase Ttiv 1
g Review Bank Statement
Review Bank Statement coratesuer o e
Total Amount: 44,102.70 Currency: usD
[ pisplay Unmasked Card Number
Transaction Summary Customize | Find | View Al | E1 First Kl 420 or 53 DY L ast
Empl ID Card Number Trans Date Transaction Number Billing Amount Currency Merchant Status Voucher ID
P . T I I PN
ISS Card . 00000000059 0612 081212010 24335940132230105910373' 278 73IUSD ACE HARDWARE - VERONA Staged = ‘
ISSP transactions are reconciled (verified and approved) | I ) e T
|
d .d d - I 1111111 FErERERERERER563 05/13/2010 |24692160133000113796390 31 GCI|USD SUB*WASHINGTON CO NEWS Staged
p y. 1111111 ERARRRRAAEAERERT 05M3/2010 |24692160133000113799378 10 OO:USD SUB*RICHLANDS NEWS Staged
| =
1111112 3088 058M3/2010 |24425130134506169010052 QQUTZIUSD RICOH CORPORATION Staged F
1111111 4037 05M2/2010 |24210730133207088500292 129, QB:USD ROCKING R HARDWARE 1 Staged r
|
1111111 ARAERRREAEAE D005 05M3/2010 |24323030133122453010042 10 00|USD THE OFFICE PLACE INC Staged
1111111 5612 05M3/2010 |24246510134200899300294 549 30:USD DAILS HOME CENTER Staged
|
1111111 a7 689 05M2/2010 |24073140133900013977134 1‘3204?|USD MARSHALL MILLER & ASSOCIA Staged
1111112 FErrrrrrrEre 3088 05/13/2010 |246921601 00C 59 UE:USD COMCAST OF CHARLOTTESY Staged ‘
|
1111112 Rk bbb (o] :1:) 05M3/2010 |24425130134506169010045 49535|USD RICOH CORPORATION Verified
0000000002 1170 08M3/2010 |24246510133015000065573 1‘4547B:USD XEROX CORP. XCS/RBO Verified
|
1111111 2005 05/M3/2010 |24323030133122453010042 46, 54|USD THE OFFICE PLACE INC Verified
0000000002 |**#+aretatatng) |5 05M2/2010 |24639230133900015100103) 10 DO:USD FAYE'S OFFICE SUPPLY Verified
|
0000000002 9215 05M12/2010 24539230133900015100103| 3349 GZIUSD ‘FA\’E‘SOFF\CESUF’F’L‘( Verified ~ -
= [~
<l T} [NE3

Click the image to enlarge



Reviewing Transactions

—

CARDINAL

You can always review transactions that have not been closed (i.e. vouchered).

Navigate to this page using the following path:
Main Menu > Purchasing > Procurement Cards > Review Bank Statement

Available status options include Initial, Staged, Verified, Approved, Not Closed, and Closed. Closed transactions will show
the voucher number.

Fa\rovrrces MainvMenu > Purchvasing B Procuremvent Cards » Review Bank Statement

20 New Windaw
Review Bank Statement
Card Issuer: I1S5P0 Billing Date: 07/01/2011
Total Amount: 840 585.08 Currency: usD

i Display Unmasked Card Humber

Empl ID Card Number Trans Date Transaction Number | Billing Amount Currency Merchant Status  Voucher 1D

158P1 ‘ IUQES /2013 ‘11002‘1592 ‘ 129.46:USD :I'ﬂANAGEI'ﬂENT CONSULTING INC Staged ‘ i
153P1 ‘ : 902612013 ;11002‘1594 ‘ 435.61:USD :I'ﬂANAGEI'ﬂENT CONSULTING INC :Staged ‘

153P1 ‘ IUQ?.S /2013 ‘11002‘159? ‘ 202.17:USD :I’MNAGEI'HENT CONSULTING INC Staged ‘ ‘
155P1 ‘ : 1712013 ;15002‘1493 ‘ 122.52:USD :I'ﬂANAGEI'ﬂENT CONSULTING INC :Veriﬂed

Click on image to enlarge.

For additional information on approvals, refer to the job aid titled PCard ISSP Approvals.



Lesson 2. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select your answer and click
Submit to see if you chose the correct response.
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Supervisors will be notified of transactions that have been set to Verified
and need approval in a pagelet on what page?

Home page
Review Disputes page

Procurement Card Transactions page

O O O O

Search page

36



Users can set up pagelets on the Home page.

O True

O False

37



Cardholders can dispute a transaction on what page?

O Assign Proxies page

O Review Disputes page
O Disputes page
O

Procurement Card Transactions page



Lesson 2: Summary

CARDINAL

In this lesson, you learned:

* You can review, dispute and verify procurement card transactions from the Procurement Card Transactions page.
* You can view full details of a transaction by clicking on the Line Details icon.
» Once you verify a transaction, it routes to your supervisor for approval.

» Supervisors should check for verified transactions daily. Supervisors should set up a pagelet on their Home page to
display transactions that have been set to verified and require approval.

« PCard transactions are paid monthly.

» |ISSP card transactions are paid daily.
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Lesson 3. PCard Reports and Queries

This lesson covers the following topics:

Reports

Queries

40



Reports

—

CARDINAL

PCard and ISSP reports can be run at various intervals. There are many reports available. Additional information can be found in
the PCard Administration job aid located on the Cardinal website in your Toolbox.
Key reports:

* Purchase Summary by Employee

» Expected Credits

» Purchase Detail by Employee

* Purchase Detail by Merchant

« SWAM

41
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Purchase Summary by Employee Report

POY8052 Purchase Summary by Employee: Provides a summary of all procurement card purchases sorted by employee. For

ISSP, this is the District the cards / locations are associated to.

You can navigate to this report using the following path:

Main Menu > Purchasing > Procurement Cards > Reports > Account Summary

Report ID: FOYS052
ORACLE  UseriD: SARTINI, TIM (TIM.SARTINT
RunControl:  Account_Summary

PeopleSoft Purchasing
PURCHASE SUMMARY BY EMPLOYEE

Page No. 2
Run Date 1212112010
Run Time 2:34:06PM

From: 17111200
Ta: 17112080

Merchant: CREATIVE OFFICE ENVIROME

Employee: Gunter,Joanne (0000000002)

Bifting Amount in: USD

Merchant: FAYE'S OFFICE SUPPLY

Card Issuer Gard Number Transaction Nunber Trans Date Post Date Billing Amount
VISA, VISA 13503 (Visa) 242107201234208 185500154 5f14/2010 5/14/2010 5.850.00
Total for CREATIVE OFFICE ENVIROME 5,850.00

Merchant: ROLLINS PAINTING

Card Issuer Card Number Transaction Nunber Trans Date Post Date Billing Amount
wISA VISA  reeemesaaa 215 (Visa) 24838220133800015100103 5122010 51142010 230.62
VISA, VISA 6215 (Visa) 13380001 5100103 5122010 5142010 1000

Total for FAYE'S OFFICE SUPPLY 34962

Merchant: SKILLPATH SEMINARS MAIN

Card Issuer Card Number Transaction Nunber Trans Date Post Date Billing Amount
VISA, VISA 3503 {Wisa) 24158120133123051420300 5122010 5/14/2010 1711204
VISA, VISA 241581201323133051428408 5122010 51142010 808.02
VISA, VISA 241581201323133051428508 5122010 51142010 251.05
VISA, VISA 13503 (Visa) 241581201323133051428607 5122010 5/14/2010 22741

Total for ROLLINS PAINTING 18,898.52

Card Issuer Card Number Transaction Nunber Trans Date Post Date Billing Amount
visA VISA e 3503 (Visa) 24717050133151332798867 10025023 5132010 51142010 189.00
Total for SKILLPATH SEMINARS MAIN 199.00
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Expected Credits Report

CARDINAL

POY8020 Expected Credits: Provides a list of unresolved disputed PCard and ISSP transactions by Vendor.

« Statement lines listed on the Expected Credits report are those for prior periods where a dispute amount has been
entered and the credit collected indicator has not been selected.

You can navigate to this report using the following path:
Main Menu > Purchasing > Procurement Cards > Reports > Expected Credits

Report ID: POYBDZD PeopleSoft Purchasing Page No. 1
ORACLE User ID: SARTIMI, TIM (TIM.SARTIMI EXPECTED CREDITS Run Date 1202172010
Rum Cantrol: Account_Summary Run Time 2:52:45PM

From: 1151800
Ta: 1152000

Credit Armrowure in USD

Card Issuer: VISA, VISA
Merchant: FAYE'S OFFICE SUPPLY

Employes Trans Date Description Credit Amoumnt

Gunter.Joanne (D000000002) SM2010 1.00

Total for VISA, VISA 1.00




Purchase Details By Employee Report

CARDINAL

POY8032 Purchase Detail By Employee: This report provides PCard expenditures of a single Card Holder or all of the Card
Holders.

You can navigate to this report using the following path:
Main Menu > Purchasing > Procurement Cards > Reports > Purchase Details

Report ID: FOY8032 PeopleSoft Purchasing Page No. 1
ORACLE User ID: SARTINI, TIM (TIM SARTINI PURCHASE DETAIL BY EMPLOYEE Run Date 1212112010
Run Control: Furchase_Datails Run Time 2:58:07PM
From 111/2000
To: 12/31/2015

Billing Amount in- USD
Employee: Gunter,Joanne (0000000002}
Merchant: CREATIVE OFFICE ENVIROME
Card Issuer: VISA, VISA

Credit Card: ===~ 3503 {Visa) Expires: 12/31/2993
Transaction Nunber Trans Date Post Date Description = i Billing Amount
242107301 342081865001 54 &r14/2010 5114/201D 5.850.00
Total for CREATIVE OFFICE ENVIROME 5,850.00
Merchant: FAYE'S OFFICE SUPPLY
Card Issuer: VISA, VISA
Cradit Card: wssssssss 9215 {Visa) Expires: 12/34/2393
Transaction Nunber Trans Date Post Date Merchant Referance Description Commodity Billing Amount
24639230133900015100103 sr1202010 5i14/201D 10.00
24630230133000016100102 &M12/2010 5114/201D 230.62
Total for FAYE'S OFFICE SUPPLY 349.62
Merchant: ROLLINS PAINTING
Card Issuer: VISA, VISA
Cradit Card: wssssssss 3503 {Visa) Expires: 12/34/2393
Transaction Nunber Trans Date Post Date Description = i Billing Amount
241581301321330561420300 &M12/2010 5114/201D 17.112.04
241581301331330561420400 &r12i2010 5i14/201D 608.02
24158130133133051420502 sr1202010 5i14/201D 251.05
24158130133133051428607 sr1202010 5114/2010 227.41
Total for ROLLINS PAINTING 18,898.52

Merchant: SKILLPATH SEMINARS MAIN
Card Issuer: VISA, VISA




Purchase Detail By Merchant Report

—

CARDINAL

POY8031 Purchase Detail By Merchant: This report provides a summary of all PCard purchases sorted by PCard holder. For
ISSP, this is the District the cards / locations are associated to.

You can navigate to this page using the following path:
Main Menu > Purchasing > Procurement Cards > Reports > Purchase Details

Roport ID: POYS031 PoOgiaS0T PUrchasing Page No. 1
(CORACLE" Usar 1D MoAlister, Wanda (WVDOT) (WANDAMCALLISTER) PURCHASE DETAIL BY MERCHANT Run Data B1TR2013
Run Controk Account_Summany Run Time 2-55:48 PM
From: S1/2013
Toc S72013

Billing Amount in: USD
Merchant: MANAGEMENT CONSULTING INC

Card Issuer: ISSPO, Integrated Srvcs Supply Prog
Credfit Cargl: “**"*{00R (Visa) Expires: 12312099
Employee: Districe.Briszel (TSSP1)

Transaction Hunber Trans Date Post Date Merchant Reference Description Commadity Billing Amount

1000043 EiM2013 BM2013 280
1000006 /22013 Br2/2013 &.B2
100045 2013 2013 20T TE
10000 T Bi22012 Br2012 1.804.00
100005 Bia2013 Gra/2013 Toz 10
T D0 NS BAe2012 amM/2012 2121
1 D0 I0O5E 2013 HM/2013 5803
T000Z20ET 2013 Sma/2013 1.14
1000 IDEE EMe2013 /2013 431 BB
1 D0 X0ED EME2013 EM/2013 -84 35
10002081 EMe2013 52013 108 B4
10002202 2013 Sma/2013 &2.e0
1000 ES EMe2013 /2013 851
100 H0EA EME2013 EM2013 &a3
T DO 2012 72012 a2
100022070 72013 S0t e7.50
10000207 72013 72013 24.02

Credit Cart: “==+=*r~100V (Visa) Expires: 12312099
Employee: DistictBristol ISSP1)

Tramsaction Hunber Trans Date Post Date Merchant Reference Description Commodity Billing Amount
100020 1 Bi1/2013 BM2013 12806
1000 SM/2013 GM/2013 Ta1Be
10000 Bi22012 Br2012 12.50
1000048 Bia2013 Gra/2013 13120
1000000 Bi2013 /32013 112
1 D0 I0OS0 iA2013 Afa2013 8400
100001 Bia22012 &ra/2012 &g
100005 Bi32013 Gra/2013 &.B0
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SWAM Report

VRPR033 SWAM Report provides data on purchases from Small, Women, and Minority owned businesses. Using selected
criteria, the SWAM Report displays agency spend by type of vendor (SWAM or non-SWAM) to include voucher and PCard

transactions. The report displays a summary or detail of the transactions and will calculate values by sum and percentage for
each SWAM Type and agency location.

You can navigate to this page using the following path:
Main Menu > myCardinal Financials > Financials Report Execution > PR Reports > SWAM Report

4P CARDINAL
g — Home | Worklist | Add to Favorites | Sign o

Fawvarites Main Menu > myClardinaLFinanciaLs »  Financials Rep3¢ Execution > PR RELports > SWAM Report

2] Mew Window @Help Customize FPage hﬂp
SWAM Report

Run Control ID:  SWaAM_REPORT Report Manager Process Monitor

Process Instance: 3637486
Report Request Paramelers

*Date or Period IDate [~] From Date[04/16/2016 |5 To Date[05M6/2016 |[}

MOTE: Included PCard transactions are taken from Transaction Dates

*Report Option | Detail
Non Petty Cash Business Unit

*Business Unit: 50100 |, [+1[=]

Find First Kl 4 or 4 K1 gzt

Exclude Card Issuer Transactions

Find First El'q or1 K ast

ISEF0 Q% Integrated Srvcs Supply Prog EI

Exclude Card Issuer Vouchers

Find First K1l 1 of 1 K1 ast

Qﬁ Integrated Srvcs Supply Prog EI

[ Sa\ne] [@ ReturntnSearch] Previous in List] Mesxt in List] [El Nutify] [E!.. Add] [ Updﬁte.l’Disp-Iﬁ}r]
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SWAM Report (continued)

-] A | B | c D E | F | G | H | 1 |
1 |Commonwealth of Virginia

2 |SWAM REPORT

'3 |Run Date: 05/16/2016

4 |ReportID: Run Time: 12:55 00

5 |Page No.! of 264

6 |From Date 16-Apr-16 Exclude Card Issuer Vouchers: |ISSPO

7 |To Date: 16-May-16 Exclude Card Issuer Transactior ISSPO

8 | NOTE: Included PCard transactions are taken from Transaction Dates

9 |SWAM Summary by District

10 | District Total swaM Quali Total SWAM Spend SWAM Percentage

11| o $13,958,190.15 $3,860,178.79 27.65%

12 | 1/  $10,446,404.66 44,647, 728.75 A44.49%

13 | 2 $8,213,358.82 4$3,690,837.46 44.93%

14 | 3 $5,545,667.79 $4,210,692.25 75.92%

15 | 4 $18,320,837.76 $7,581,474.58 41.38%

16 | 5 $22,726,511.96 $6,709,205.82 29.52%

17 | 6 $4,234,271.69 $2,252,706.92 53.20%

18 | 7  $16,214,503.46 $4,753,877.25 29.31%

19 | 8 $9,753,380.17 $3,776,791.44 38.72%

20 | 9 $34,224,706.54 $7,209,850.72 21.06%

21 |\ TOTALS Sl43.537i833.00 $42.693,344.04 33£0%
22 |SWAM Summary by District & SWAM Type

23 |District | SWAM Type Total sSwaAM Qualifying Spend Total SWAM Spend SWAM Percentage

24 | oM $13,958,190.15 $38,557.90 0.28%

25 05 513,958,190.15 53,389,196.70 24.28%

26 | 0 5,M $13,958,190.15 $123,565.94 0.89%

27 | 0 5w $13,958,190.15 $308,858.25 2.21%

28 | 15 $10,446,404.66 $4,269,315.95 40.86%

29 | 1/5,M $10,446,404.66 $47,342.24 0.45%

30 1 5.W $10,446,104.66 $331,070.56 3.17%

59 |SWAM Detail

60 District Org Code Org Name Account Account Descripti Transactic Vendor SWAM Ty Amount

A | B | c | D | E | F G | H | 1

|4£ 1 11000 Bristol District Office 5012680 Skilled Services 2.41E+22 MNon-5wWa 741
Iﬂ 1 11001 Bristol Administration 5012640 Food & Dietary Sen. 2.41E+22 MNon-5wWa 3450
Iﬂ 1 11001 Bristol Administration 5013120 Office Supplies 2.A43E+22 WYTHEVILS 245.94
Iﬁ 1 11001 Bristol Administration 5013120 Office Supplies 2.A43E+22 WYTHEVILS 75.98
Iﬂ 1 11001 Bristol Administration 5013120 Office Supplies 2.43E+22 WYTHEVILS 392.41
Iﬂ 1 11001 Bristol Administration 5013120 Office Supplies 2.43E422 WYTHEVILS 42.99
Iﬂ 1 11001 Bristol Administration 5013120 Office Supplies 2.43E422 WYTHEVILS 163.91
Iﬂ 1 11001 Bristol Administration 5012110 Express Services 2.4TE+22 MNon-5wWa, 12.65
I@ 1 11001 Bristol Administration 5012110 Express Services 2.47E+22 MNon-5Wa, 66.41
Iﬂ 1 11001 Bristol Administration 5012110 Express Services 2.47E+22 MNon-5Wa, 76.26
Iﬁ 1 11001 Bristol Administration 5012110 Express Services 2.47E+22 MNon-5wWa, 56.99
Iﬁ 1 11007 Bristol Fac Maint & Const 5012520 Electrical Repair & I 2.42E+22 Smith Elecs 967.02
Iﬂ 1 11007 Bristol Fac Maint & Const 5012520 Electrical Repair & I 2.42E+22 Smith Elecs 350.65
Iﬁ 1 11007 Bristol Fac Maint & Const 5012520 Electrical Repair & I 2.42E+22 Smith Elecs 733.73
Iﬁ 1 11007 Bristol Fac Maint & Const 5012520 Electrical Rep & I 2.42E+22 Smith ElecS 1013.26
Iﬂ 1 11007 Bristol Fac Maint & Const 5012520 Electrical Repair & 2.42E+22 Smith ElecS 11234.25
Iﬁ 1 11007 Bristol Fac Maint & Const 5013520 Custodial Repair &1 2.43E+22 MNon-SWa 52
Iﬂ 1 11007 Bristol Fac Maint & Const 5022820 Fixtures 2.45E+22 Crystal lce S, W 2995
Iﬂ 1 11007 Bristol Fac Maint & Const 5022820 Fixtures 2.45E+22 Crystal lce S, W 517.5
|461 1 11007 Bristol Fac Maint & Const 5012570 Plant Repair & Mair 2.47E+22 MNon-5wWa  4125.56
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Queries

—

CARDINAL

PCard and ISSP queries can be run at various intervals. There are several queries available. Additional PCard and ISSP
information can be found in the job aids titled PCard ISSP Set-Up, Pcard Administration, PCard Merchant to Preferred
Supplier and PCard ISSP Approvals.

Key queries:

PCARD Transactions by Transaction Date: V_PR_PCARD_TRANS_ BY_ TRANS DATE
« PCARD/ISSP Unreconciled Transaction: V.PR_UNRECONCILED_ TRNSCTIONS

* Voucher Distributions Contract/ PO: V_.PR_CNTRCT_PO_PCARD VCHR

- PCard Monthly Statement: V_PR_PCARD_TRANS_MONTHLY_STMNT

» PCard Transaction by PO: V_PR_PCARD_TRANS BY PO
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PCard Transactions by Transaction Date Query

—

CARDINAL

V_PR_PCARD_TRANS BY_TRANS DT query allows users to find transactions between certain start and end dates for one or
all districts, Card Holders, billing dates, and statuses.

« The prompts will only allow you to select one value.

« By using the wildcard (%) you will select all values.

You can navigate to this report using the following path:
Main Menu > Reporting Tools > Query > Query Viewer

| {2 carpinac]

=== Home | ‘Workist | AddtoFavortes | Si
Favovr'rtes MainvMenu > myCardinal Financials > Financials Report Execution > PR Reports > PCard Trans by Trans DT

V_PR_PCARD_TRANS_BY_TRANS_DT - PCARD Transactions by Trans Dt

Transaction Begin Date: @B
Transaction End Date: @
District Account (% for all):
cardholder Name (% for allk [%
Billing Date (MM/DDIYYYY):
Status (% for all):

Voucher ID (% for all):

Download results in . Excel SpreadSheet CSV TextFile XML File (828 kb)

Wiew All

| Dot (.St [fE et | Caranotder name | S2ieme™|  Transaction number | St [T pmcton|ine  [PRrEten| Pgried | SIS amount =
1 50100 BoAVCOFF | BAVIO ‘4806 |ADKINS, LORA Closed 24387753048004035604050 36| 02M16/2013 0 1 (021842013 |03M15/2013| 223,000 |#SEARS ROE]
2 50100 BoAVCOFF [BAVIO [* 2y g7 g [ALLEMN, YWOMNME Closed 247619730462733224010210 50| 02M14/2013 ] 1|02M8/2013|03M15/2013) 332.500|FPWEB.NET |
3 50100 BoAWCOFF | BAVID 1170 [ANDERSON, ROBYMN Closed 24210733046200663600058 42102/15/2013 o 1| 02M8/2013 | 0315/2013 | 248.000 gg;ghﬁ?“
4 50100 BoAWCOFF | BAVID G667 [BLANKEMSHIP, TERESA |Closed 24323003046122248010086 52|0214/2013 o 1| 02M8/201320315/2013) 158.980|THE OFFICE H

e ————————— |
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PCard / ISSP Unreconciled Transactions Query

V_PR_UNRECONCILED_TRNSCTNS query allows users to find transactions that have not been Verified / Approved.

You can navigate to this report using the following path:
Main Menu > Reporting Tools > Query > Query Viewer

V_PR_UNRECONCILED_TRMNSCTHNS - PCARD/ISSP Un Reconciled Trans

Card Issuer:

ISsSPO0 @,

Hame {% For All): |District,ElristoI

District {*2 For All}: |%
View Results |

Download results in . Excel SpreadSheet CSV Text File XML File (440 Kb)
Wiews Al
- Short Transaction | Sequence | Transaction Line Reference |Vendor S Unit of . - - Transaction C:
Umnit Desc Hame Issuer| Card Humber Number Humber Date Humber Merchant Number |tem ID Description Measure Quantity | Unit Price Amount Ar
MAMNAGEMEMT
1 50100 (ISSPDist0 | District, Bristol [ ISSPO 150R [ 150021688 B5 10152013 O|COMSULTING EA 1.0000 16.38000 16.380
IMNC
MAMAGEMEMT
2 50100 (I5SPDist0 | District, Bristol [ ISSP0O 150R 150021630 BF 101152013 OCOMSULTIMNG EA 1.0000 25.04000 25.040
IMNC
MAMNAGEMEMNT
3 50100 (ISSPDist0 | District, Bristol [ ISSPO 150R | 150021691 B8 10152013 O|COMSULTING EA 1.0000 57.53000 57.530
INC
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Voucher Distributions Contract / PO Query

CARDINAL

V_PR_CNTRCT_PO_PCARD_VCHR query allows users to find payments made with the PCard that are related to a Contract or
Purchase Order. The prompts will allow you to select one or multiple values. All Card Holders can run this report.

You can navigate to this report using the following path:
Main Menu > Reporting Tools > Query > Query Viewer

V_PR_CNTRCT_PO_PCARD_VCHR - ¥Youcher Distribs Contract/PO

Business Unit (% for all}: |50100 |3,

Department (% forally: [10012 =y
Contract ID (% for all}:  [% @,
PO 1D {% for all}: o4 i,

Accounting Date From: |05/02/2016 |[5]
05/03/2016 ([#]

Accounting Date To:

View Results |

Download results in . Excel SpreadSheet CSW TextFile XML File {1 kb)
Wi All
- Cntrct PO Vchr Vchr|Voucher |Voucher
B“i‘:;’“ Contract ID Version f_l“nt;‘g PO#  |Line 'tﬁ}m Des';?j?"'ﬁo“ Entered s‘;ﬁrée ""’:'“I‘[:}“e’ Line | Distrib | Distrib
# # B Date # Line |Quantity
CEIl o
1|s0100 0000000000000000000042855 1 1|ooo1100729 1 SERVICES- |05/02/2016 Li:e 00599620 1 1| 0.0000
SALEM
.. |Vchr Distrib — - -
UC'". Unit Mechandise Vchr Distrih Fund |Program Cost Account Project Task |Activity |FIP5S Receipt RE{CEID‘[
Price Amt Department Center Ho Line #
1039.53000 1039.53 (10012 04100 (699001 5012440 0000108006 930 0
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PCard Monthly Statement Query

CARDINAL

V_PR_PCARD_TRANS MONTHLY_STMNT query shows transactions for one or more PCard Holders by transaction status,
transaction date, billing date, amount, merchant and account distribution.

You can navigate to this report using the following path:
Main Menu > Reporting Tools > Query > Query Viewer

V_PR_PCARD_TRANS_MONTHLY_STMNT - PCARD Monthly Statement
Billing Date From: 04M16:2016 |[=)
Billing Date To: 05/15/2016 |[5]
Cardholder Name{%forall}:[WlLLlNﬂ
Status (% for all): [ea @,
Card Issuer {% for all}: BAVIS &,
[ View Results |
Download resulfs in . Excel SpreadSheet CSVTextFile XML File (592 kb)
Wiew All
Cardholder Name Statement | Transaction Billing Amount Merchant Account |Department| Task | Fund | Program o Agency Use 1 Project Activity| Asset [FIPS
Status Date Date Center
. ACE HDWE -
101 WILLIAM Verified  [05/10/2016 |05/15/2016| 148.990 [\, =0~ 5013540 (18039 70006 |04100|604002 |11150000 |ST99916011 015
) ACE HDWE -
102 WILLIAM Verified  [05/10/2016 |05/15/2016| 198.000 f\,=p ~ 5013540 (10188 0573204100 | 60400403 (11165000
FASTEMAL
103 WILLIAM Approved |04/14/2016 |05/M5/2016| 42210 5013560 (18030 73320|04100| 604002 (11153200 015
COMPANYO1
104 WILLIAM Approved |05/09/2016 |05/1512016| 255 go0|ASTENAL 5013560 |18030 73500|04100|604002  [11153100 015
COMPANYO1
ROCKINGHAM
105 WILLIAM Approved (05/09/2016 |05/15/2016| 607.360 (o000 ROCKING 5013560 |18030 73500|04100|604002 (11153100 015
FASTENAL
106 WILLIAM Approved [05/10/2016 |05/15/2016| -151.200 [/ e 5013560 (18030 73500 |04100| 604002 (11153400 015
X
107 WILLIAM Approved |04/14r2016 |05M5/2016| 14.990 |2 &K OFFICE 5022320 |18045 70006 |04100| 604002 (11150000 D69
4 PP PRODUCTS ING
108 WILLIAM Approved |04/18/2016 |05/15/2016| 38.340|UPS 5012110 |18002 04100604005 11190010 069
109 WILLIAM Approved |04/19/2016 |05/15/2016|3326.400 gsoﬁl'\lc‘“RDLL 5013560 |18063 74779|04100| 604003 (11163550 17286 171
110 WILLIAM Approved |04/25/2016 [05/15/2016| 31.110|UPS 5012110 |18002 04100604005 11190010 069
111 WILLIAM Approved |04/29/2016 |05/15/2016| 753.990 |CROWN TROPHY [5014130 (18000 047209928000 SCFURNITUR | 0000105074 |040 069
SHENANDOAH
112 WILLIAM Approved |05/01/2016 |05M15/2016|  43.250 [0 | ev waTER 5012640 |18048 70006|04100|604002 (11150000 171
113 WILLIAM Approved |05/02/2016 |05/15/2016| 40.280|UPS 5012110 |18002 04100|604005 |11190010 069
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PCard Transaction by PO Query
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The V_PR_PCARD_TRANS BY_PO query shows PCard transactions that are related to a Purchase Order (PO). You can run
the query for a specific PO ID or use the wildcard, i.e., %, resulting in results containing all the POs.

You can navigate to this report using the following path:
Main Menu > Reporting Tools > Query > Query Viewer

V_PR_PCARD_TRANS_BY_PO - PCard Transaction by PO

Business Unit: MQ

PO ID (% for all): [0000499929 |2,
| View Results

Download results in . Excel SpreadSheet CSW TextFile XMLFile (6 kb)

View All First E 1-16 of 18 |I| Last

PO | "% | Scnedue | auantiy | auantty | price |  price | amount | Transactontumoer | TEREHON | peara usertame | PO SEIRACHN

1 |0000499929 1 1| 19.0000|  19.0000| 125.12000 £.63789 126.120 |24301731363980012647558 | 12/29/2011  |BERRY,CATHY 4
2 |0000499929 1 1| 19.0000|  19.0000| 125.12000 3.31895 63.060|24301732023080012647525(01/23/2012 | BERRY,CATHY 4
3 |0000499929 1 1| 19.0000|  19.0000| 126.12000 3.31895 63.060 |24301732023980012647525(01/23/2012  |BERRY,CATHY 4
4 |0000499929 1 1| 19.0000|  19.0000| 125.12000 £.63789 126.120 |24301732073980012647573|0313/2012  |BERRY,CATHY 4
5 |0000499929 1 1| 19.0000 1.0000| 126.12000|  126.12000 126.120 |24301732082980012647564 |03/22/2012  |FOXMINDY 4
§ |0000499929 1 1| 19.0000 1.0000| 12612000 12612000 126.120 |24301732115980012647540 | 04/24/2012  |FOXMINDY 4
7 |0000499929 1 1| 19.0000 1.0000| 126.12000|  126.12000 126.120 |24301732144980012647594 |05/23/2012  |FOX,MINDY 4
8 |0000499929 1 1| 19.0000 1.0000| 12612000 12612000 126.120 |24301732200980012647595 |07/18/2012  |BELL DEBORAH 4
9 0000499929 1 1| 19.0000 1.0000| 126.12000| 12612000 126.120 |24301732207980012647564 |07/25/2012  |GLASSCO,CAROLYN |4
10|0000499929 1 1| 19.0000 1.0000| 12612000 12612000 126.120 |24301732235980012647560 | 08/22/2012  |BELL DEBORAH 4
11|0000499929 1 1| 19.0000 1.0000| 126.12000| 126.12000 126.120 |24301732241980012647505 | 08/28/2012  |BELL DEBORAH 4
12|0000499929 1 1| 19.0000 1.0000| 126.12000 50.43000 50.430|24301732271980012647508|09/27/2012  |BELL,DEBORAH 4
13|0000499929 2 1| 19.0000 1.0000| 12612000 12612000 126.120 |24301732090080012647531 |03/30/2012  |FOXMINDY 4
14|0000499929 2 1| 19.0000 1.0000| 12612000 12612000 126.120 |24301732123980012647524 |05/02/2012  |FOXMINDY 4
15|0000499929 2 1| 19.0000 1.0000| 12612000 12612000 126.120 |24301732200980012647521 |07/27/2012  |GLASSCO,CAROLYN |4
16 (0000499929 2 1| 19.0000 1.0000| 12612000 12612000 126.120 |24301732271980012647557 |09/27/2012  |BELL DEBORAH 4
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Lesson 3: Summary
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In this lesson, you learned:

» Frequently used PCard and ISSP reports include Purchase Summary by Employee, Expected Credits, Purchase Detail by
Employee or Merchant, and the SWAM report.

» Key queries include PCard Transactions by Transaction Date, PCARD / ISSP Unreconciled Transaction, Voucher
Distributions Contract / PO, PCard Monthly Statement, and the PCard Transaction by PO query.

« Many other reports and queries are available.
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Course Summary
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In this course, you learned how to:

» Process Procurement Cards (PCard) transactions.

» Process Integrated Supply Services Program (ISSP) transactions.

 Review and reconcile PCard and ISSP transactions.

* Use PCards and ISSP reports and queries.
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Course Evaluation
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Congratulations! You successfully completed the 501 PR349: Managing PCard and ISSP Transactions course. Please use the
evaluation link to assess this course.

[ Click here to access the survey

—/

Once you have completed and submitted the survey, close the survey window. To close the web based training course, click the
‘X’ button in the upper right corner.

THE END
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Key Terms
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ISSP Vendor: The vendor that issues the stock item to the agency and receives subsequent payment for the item.

Over The Counter (OTC) — Purchases made at a shop window in person are considered to be an over the counter purchase.
PCard Feature: Functionality within the Purchasing module that is used to capture and manage credit card activity and records.
PCard Issuer: The credit card type that is printed on the PCard: i.e. MasterCard, VISA, Discover, etc.

PCard Merchant: The seller of the product(s) who accepts the PCard as a form of payment.

PCard Vendor: The bank that issues the credit card to the agency and receives payment.

Purchase Order: A commitment from an agency to a vendor for the purchase of goods or services.

Reconciliation: The process to accept, approve, or dispute PCard charges, define related details, and distribute the charges to
the appropriate accounts.
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Procurement Card Transactions Page
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CARDINAL

Favorites Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement
Reconcile Statement
Procurement Card Transactions
I Display Unmasked Card Number
I Run Budget Validation on Save
Bank Statement Customize | Find | View Al | L | First Kl 4.0 or32 D0 | ast
Transaction ELGERE
Trans Date Transaction Budget It
Card Humber - Merchant I*Status Armount ICurrency Status
| —
1 6659 05142013 |MARTIN'S 6499 I| Staged =1 269.34|USD = |2 | B2 |valid
| _ —
2| [FEeeEEEE g a0s 05142013 DALY PRESS MEDIA GROUP ||Staged Ll 19200 UsSD = Q =0 (Valid
| —
3| el 008 05M3/2013 BRISTOL BROADCASTIMNG II Staged Ll 9,600.75 USD = O =& (Valid
| —
age - . = ali
4| |FEeEEEEEEa g 0s 05M3/2013 |THE TRAMNSPORTATION RESEAR | St d 16000 USD = O Valid
I —
age - \ . = ali
B |Fee=2008 05M 32013 BIZPORT, LTD | St d 3,972.41 UsSD = C} Valid
| _ —
G 8908 05M 32013 DALY COMPUTERS IMNC. || Staged Ll 30450 UsSD = Q S (Walid
|
age ~ . = ali
7 4199 051022013 | SHEM*MEMBERGOOOD98373 | St d 18000 USD = Q Valid
| _ —
2 2908 05/10/2013 |HACKWORTH REPROGRAPHIC I| Staged =1 31213 UsSD = | O | B |valia
— age = - = = [vali
g | [P R 80 05/08/2013 ED'S AWARDS & EMNGRAVIM | St d 35 UleUSD = O Walid
Salect All @ Clear All [ Stage ][ Verify ][ Approve ][ Validate Budget ]
Search Purchase Details Splitline Distribution Template

Click on image to return



Procurement Card Transactions Page

Reconcile Statement

Procurement Card Transactions

[:| Run BudgetValidation on Save

Bank Statement Customze | Find | View 100 | 2 | 25 First K1 1-9 or 126 I | ast
card - Transaction [
Issuer lcard Num ber Trans Date Merchant Status Am ount currency
| EE R R R e ] W = =
|R0ad5 ISSPO |' 555V 011292016 consuLTNG NG 1SBged [v] 307.21|USD = QB
| | | |
AR AR AR W = =
2 Roads ISSPD 555V 01282016 ConsULTING NG |StBged 5874 USD = OB
| | | | _
| EEEEE XN XS W = =
|Roads ISSPO 540R 011292016 ConsuLTNG ING  |SRged [v] 260.30 USD = OB

Click on image to return
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Review Bank Statement Page

Home | Worklist | Addto Favorites | Sign out
Favorites | Main Menu > Purcrlasing > Procurement Cards > Rewview Bank Statement
& Mew Window  (Z) Help Customize Page nttp k|

Review Bank Statement
Card Issuer: VISA Billing Date: 05M15/2010
Total Amount: 44 10270 Currency: usoD
[ pisplay Unmasked Card Humber
Transaction Summary | Eind | View Ax | EL
Empl ID ;Card Number ;Trans Date iTransac‘tion Humber Billing Amount ;Currem::y ;Merchant ;Status ;Vouc:her ([} J

-~
00000000059 0612 05M2/2010 |24388940132230106910378 27873 UsSD ACE HARDWARE - VEROMA Staged l—J
1111111 8548 05122010 |24323030133122132010033 69.458 USD WYTHEVILLE OFFICE SUFPP Staged
1111111 8553 05132010 |24692160133000113796390 31.60 UsSD SUB*WASHINGTOMN CO NEWS Staged
1111111 256563 0511322010 |246921601332000113799378 10,00 USD SUB*RICHLAMDS MEWS Staged
1111112 3088 05M3/2010 |24425130134506169010052 990.72 USD RICOH CORPORATIOMN Staged 3
1111111 4037 05M2/2010 |24210730133207088500292 129,99 USD ROCKING R HARDWARE 1 Staged 1
1111111 20085 05132010 |24323030133122453010042 10.00 USD THE OFFICE FLACE INC Staged
1111111 5612 05132010 |24246510134200899300294 59.30 UsD DAILS HOME CEMNTER Staged
1111111 FEmmAREREERETGEO 05122010 |24073140132390001397 7134 1,320.47 | USD MARSHALL MILLER & ASS0OCIA Staged
1111112 3088 05/M3/2010 |24692160133000056080828 59.05 UsSD COMCAST OF CHARLOTTESW Staged
1111112 3088 05M 32010 |244251301345061639010045 495 36 LUsSD RICOH CORPORATIOM Verified
Q000000002 1170 05132010 |24246510132015000065573 1,464.78 | USD XEROX CORP. XCS/RBO Verified
1111111 20085 05132010 |24323030133122453010042 46.54 USD THE OFFICE FLACE INC Verified
0o0ooooooon2 9215 05M12/2010 |246392320133900015100103 10,00 USD FAYE'S OFFICE SUPPLY Verified
0000000002 |*F*wraaaxgiq5 05M2/2010 |24639230133900015100103 33962 UsSD FAYE'S OFFICE SUPPLY Verified i -

|~ L]

<L 1l 3

Click on image to return
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Reconcile Statement — Status Update

R econcile Staterment

Procurement Card Transactions
[ Fun Budget Walidation on Sawve

Bank Stateme
EnE3cilon EIng =
Em ploy os Mama Card 156 war Card Membar Trans Deta Marchant- =Staties & LE] T;I:trnr‘; cuwrran
i O ATIZERJEFFREY BANID T——T iz Q1ZZ20E |y, & I"U’ariiad - JZ7.ZE UED
2 [ |SMTHERIC BaS ————2 12D 12172018  RGALLT I‘L‘ariiad - 122,00 USDr
Py SERNVICE "

3 [ |EETTLE, MORKA BAMS 51T Q12772016 AUTHORIMTY I'U'arliad - ES5.8D USD

4[] |SETTLE, HCRKA BaS AS1T Q12772016 % werided T.65 UsSD

& [ |SETTLE, MCORKA BaS AS1T Q01252016 LOBRTON LAMDERL |verised E48. 53 USD

& [] |SETTLE, MCRKA BaS AS1T Q125872018 LORTOMN LAMDFE L |veriged 125656 USD

T [ |=SETTLE, MCRKA BaS AS1T Q1222016 |N ~PORTCO MO Werided B4 40 USD

HERTEL -
& [ CAHONSTEFHANIE BaNIS 5183 D1 ZEE2E EQUIEL EMT Weridzd 402500 USD
HEBRTF -

2 [0 CAKONSTEFHAMIE BaNS 5153 01222018 EQIPMENT Werided 4 02500 USD
L <€ >
- —— O cizsr an SEge Werify | | Walidats Bud gt |
Sz=rch Purchss= DeEils Splitlins Cizsribution Templs =
|15} sawve |I =1 romy | &4 Fefresn |

Click on image to return
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Reviewing Transactions

Favorites | Main Menu > Purchasing > Procurement Cards > Review Bank Statement
- 5 - - -

Review Bank Statement
Card Issuer: 1SSP0
Total Amount: 849 58598

— Display Unmasked Card Number
Transaction Summary

Billing Date: 0¥/01/2011

Currency: usD

Customize | Find | View 100 | B | =

(2] Mew Window C

First Kl 51-100 of 2941 I/ Last

Empl ID Card Humber Trans Date Transaction Humber Billing Amount Currency Merchant Status Voucher ID
1535P1 09426/2013 (110021592 129,46 USD MAMNAGEMEMNT COMSULTING INC Staged
1535P1 09426/2013 (110021594 435.61 U3D MANAGEMEMNT COMSULTING INC Staged
155P1 09426/2013 110021597 20217 UsSD MANAGEMENT COMSULTIMNG INC Staged
155P1 09172013 150021493 122 52| UsD MAMNAGEMENT COMSLULTIMNG INC Verified

Click on image to return
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Integration and Interfaces
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Pcard / ISSP
Transactions
from Vendor

Verify & Accounts General Ledger
Approve Payable
PCards Confirming Vehicle
PO: RO1 History
eVa FleetFocus M5

Click on image to return



PCard Process (continued)

—
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PCard and ISSP Holder Transaction Review / Reconciliation

Enter PO Type,
Vendor [T, Hem
ID. Wendor

Addrass

Update
Accounting
Distribution

Access PCard

Transactions

Cardinal PO? Crispute?

|
I
Yas :
I

Assodiate to PO

=]

|
L ! l !
Enter Disputed
. Budget Chacked
General Ledgar Accounts Payable £ Routed 1o AP

Aemount &
Comment

Supervisor Approval

Salto

Modify
Card Holder
1o Effect
Rasolution

Card Holder Reconciliation — Credit Collection (Dispute Resolution)

Mark
Collecied

Access Disputed
Transaclions

Click on image to return
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Flowchart Key

Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
Outcame

Entity
Mame

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is performed
manually.

Defines the possible outcomes of a
decision or analysis that took place in a
step immediately preceding.

Represents an entitly (person,
organization, etc.).

Start

End

Document

Stap)
Process

o it

Indicates point at which the process begins.
Deoes not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a d0m¢ment of any kind, either electronic
or had copy.

Indicates an On-Page or Intra Process Connector.
Used to avoid complex overlapping connector lines
or to continue a process on a subseguent page.

Connects steps between business
processes.
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